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Add a Keyword/Matter # 

1. Create a submission in TurboCourt. From the ‘Review and Submit Documents’ screen, select the ‘Add 

Keyword/Matter #’ tab along the top. 

  

 

2. The system will redirect the filer to a new window. Enter the Keyword/Matter #.  Once the number has been 

entered, click ‘Save’.  

 

 

3. The system will redirect the filer to the formset already in progress. The filer can continue preparing the formset and 

submit the filing.  
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4. If a payment was made, the Keyword/Matter # will appear on the financial receipt sent via email to the filer.  

 

 

 

5. The filer can access a filing reports in AZTurboCourt that will contain the Keyword/Matter # if entered. 

 

Step 1: Access the My Forms tab from the home page 
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Step 2: Enter the desired date range or Keyword/Matter # and select ‘List’. The report that generates includes the 

Keyword/Matter #. This report can be exported to excel by selecting ‘Export to MS Excel)’ 

 

The filer can access financial reports in AZTurboCourt that will contain the Keyword/Matter # if entered.  

 
 

6. The filer can access a financial report in AZTurboCourt that will contain the Keyword/Matter # if entered.  

 

Step 1: Access the Financials tab from the home page 
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Step 2: Enter the desired date range and select ‘Search Payment Transactions’. The report that generates includes 

the Keyword/Matter # and payment method information. This report can be exported to excel by selecting 

‘Generate Excel Report’ 

 

 


